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FOREWORD

The occupational analysis project was conducted by The InStruc.tional Materials Laboratory,

Trade arid industrial Education, The Ohio State University in conjunction with the State
Department of Education, Division of Vocational Education pursuant to a grant from the U.S.

Office of Education.

The Occupational Analysis project was proposed and conducted to train vocational educators

in the techniques of making a comprehensive occupational analysis. Instructors were selected

from Agriculture, Business, Distributive, Horne Economics, and Trade and Industrial Education

to gain experieni in developing analysis documents for sixty-one different occupations. Repre-

sentatives from Business, Industry, Medicine, and Education were involved with the vocational

instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning and development

of the project strategies. The analysis process was hased on sound principles of learnirg and

behavior. Phase two was the identification, selection and orientation of all participants. The

training and workshop sessions constituted the third phase. Two-week workshops were held

during which teams of vocational instructors conducted an analysis of the occupations in which

they had employment experience. The instructors were assisted by both occupational consult-

ants an4I subject matter specialists.

The pr ject resulted in producing cne hundred two trained vocational instructors capable of

condul ing and assisting in a comprehensive analysis of various occupations. Occupational anal-

ysis data were for sixty-one occupations. The analysis inkuded a statement of the

various tasks performed in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and skills of mathema-

tics, science and communication needed for successful per iormance in the occupation. The

analysis data provided a basis for generating instructional loaterials, course outlri, student

performance objectives. criterion measures, as well as iden'tfying specinc suppoi.tnp shills and

krowledue in the araticmic subject areas.



PREFACE

The purpose of this document is to provide a reference for the development of
vocational programs of instruction. The Contents of the book covers the major
duties and tasks performed by dental assistants in Ohio. Each task has been
analyzed to identify specific skills and knowledge essential for accurate and

efficient performance of the task. The level of specificity -and detail of the
analysis process was modified in order to accommodate the time frame and total
scope of information to provided. The participants were involved in an intensive

Iprocess of inquiry, organization, and definition utilizing both professional con-
sultants and written resources.

1
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1

JOB DESCRIPTION

The dental assistant serves the dental profession as an extension of the practitioner
enabling the dentist to do only those duties requiring his/her advanced knowledge

and skills.

The dental assistant, in order to become a qualified member of the dental team,
must be knowedgeable in the complexities of the inteirrelated subjects associated

with dentistry. .

The dental assistant must have knowledge and skill as a chairside assistant, as an

executive secretary in practice management, as a dental laboratory assistant, a dental

nurse, a control therapist and as an expanded duty assistant.



Du ty A Performing Dental Nursing/Ski:Is '

1

2

3

4

5

6
7

8
9

' 10

11

12

13

A

Take and record a blood pressure
Take a patient's pulse
Take a respiratory reading
Take an oral temperature
Aid a patient for foreign objects in the throat
Aid a patient for hemorrage
Aid a patient for convulsions
-Aid a snycope patient
Aid a patient in shock
Aid a patient for cardiac arrest
CDmplete inventory, of drug supply
Dispense medication to a patient
Write a prescription under order

11
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Duty J3 Supervising a Control Program

x

1 Conduct first session of control program
2 Conduct second session of control program
3 Conduct third session of control program
4 Conduct follow-up session
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buty C Performing Chairside Procedures

1 Greet and seat the patient
2 Chart
3 Prepare and assist with diagnostic procedures
4 Assist the dentist at the chair for operative procedures
5 Assist the dentist at ,specialty procedures
6 Assist the dentist at the chair for surgery procedures
7 Prepare and assist with impression materials (hydrocolliod, silicone, compounds)

8 Prepare and assist in rubber base impression
9 Mix zinc oxide eugenol -

10 Mix zinc phosphate cement .
11 Mix periodontal dressing and store
12 Prepare patients for oral surgery
13 Prepare self (assistant for surgery)
14 Sterilize instruments
15 Use the ultra-sonic cleaner
16 Clean the autoclave or driclave
17 Complete patient's records for services rendered
18 Instruct orthodontic patients in the wearing of appiiances
19 Clean and prepare the x-ray tanks
20 Expose x-rays periapical & B.W.
21 Process x-ray film
22 Mount radiographs
23 Open a dental office
24 Prepare the operatory
25 Clean operaotry after dismissal of patient
26 Maintain dental equipment
27 Color code and store instruments in operatory cabinets
28 Prepare preset trays
29 File study models (numericalcross file system)
30 Close office at end of day
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Duty 0 Performing Expanded Duty Procedures

1 Place reversible posterior restorations
2 Place an anterior reversible restoration
3 Place and remove a rubber dam
4 Place a matrix band on posterior teeth
5 Polish a reversible restoration
6 Prepare and ni:acv gutta-percha temporary
7 Mix and place a temporary restoration
8 Make and seat a temporary acrylic crown
9 Remove a temporary restoration (zoe)

10 Select, prepare and seat preformed crowns
11 Prepare space maintainers and bands
12 Take an impression for diagnostic models
13 Apply topical fluoride
14 Place periodontal pack
15 Remove periodontal dressing
16 Perform prophylanis polishing (no scaling)
17 Remove cement from seated crown and orthodontic bands

)
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Duty E Performing Dental Laboratory Skills

1 Box an impression
2 Pour a plaster diagnostic model
3 Trim a dental plaster model (diagnostic)
4 Prepare and pour a stone work model
5 Trim a stone work model
6 Articulate a model
7 Construct a custom made tray
8 Construct a compound tray
9 , Fabricate a wax bite rim .

10 Construct a shellac base plate
11 Prepare copper tube for impression
12 Construct an acrylic temporary
13 Prepare a wax pattern
14 Sprue a wax pattern
15 Hand invest a wax pattern
16 Cast gold alloy
17 Pickle and finish cast gold alloy
18 Replace a tooth in a denture
19 Polish a denture
20 Process an acrylic retainer
21 Size orthodontic bands
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Dupy' F Performing Dental Office Management Duties

1 Prepare reception room for patients
2 Sort, open and route mail
3 Pull or file patients' dental records
4 Receive patients
5' Manage children accompanying patients
6 Screen non-patient visitors
7 Complete registration foim and health history record
8 Explain to scheduled patients unexpected delay
9 Place telephone calls

10 Answer telephone calls
11 Answer emergency telephone calls
12 Schedule apppohtments for patients
13 Make arrangements for patient admission to hospital.
14 Arrange meetings and/or conferences
15 t Arrange travel accommodations
16 Prepare schedule for dentist of hospital patients
17 Operate typewriter and assume responsibility for maintenance
18 Transcribe from a dictating_mac
19 Operate copy equipment
20 Compose and type a business letter
21 Type a consultation letter
22 Compose and type a recall letter, to patient
23 Type and compose collection letter
24 Complete workmen's'compensition forms
25 Complete commercial heilth forms
26 Complete medicare part B forms
27 Complete public assistance billing forms
*8 Inventory office supplies
29 Order- and receive office supplies
30 Complete inventory of supplies (expendable)
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